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CHAPTER I 
INTRODUCTION 
Statement or the Problem 
The purpose or this study was to make a comparative 
analysis of the extent or the treatment or major topics 
included in eight selected workbooks in business English. 
Analysis or the Problem 
In order to obtain a more comprehensive solution to 
the major problem, the rollowing sub-problems were 
rormulated: 
1. To determine the purpose or the workbook as 
discussed by the author. 
2. To determine the topics presented in each or the 
workbooks as a basis ror comparing them. 
3. To determine the number and types or questions, 
problems, and exercises presented in each workbook. 
4. To determine the number and types or teaching 
aids which these workbooks provide, such as rules, examples, 
charts, and cartoons. 
5. To determine to what extent workbooks can aid 
pupils to study more economically and errectively. 
6. To make a comparison or the kinds or activities 
round in these workbooks. 
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7. To provide data which will enable teachers to 
interpret easily the physical construction of workbooks 
in business English. 
Delimitation of the Problem 
In order to guide effectively the learning process of 
pupils in business English, teachers must be made aware of 
the teaching-learning tools with which they are working. 
Workbooks have become very prominent in this subject matter 
field. 
This study is limited to the presentation of scientific, 
objective data concerning the activities that are presented 
in eight workbooks in business English. 
Definition of Terms 
Workbook - The Dictionary of Education1 defines a work-
book as follows: 
1. A study or learning guide for pupils often related 
to a particular textbook or to several textbooks; 
may contain exercises, problems, practice materials, 
directions for use, space for recording answers, 
and frequently, means of evaluating the work done. 
2. A supplementary or preparatory exercise or practice 
book in reading, used to give additional training 
not found in basic reading materials. 
lGood, Carter v., Editor, Dictionarff of Education, 
McGraw Hill Company, New York, 1945, p. 5!: 
2 
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Business English - The Dictionary or Education2 defines 
business English as follows: 
1. An area or study dealing with the principles or 
English, both written and oral, that are 
applicable to business;· may include the principles 
governing business-letter writing, as well as 
advertisement writing, business reports, sales 
talks, the preparation or telegrams, and the 
writing or minutes. 
After a thorough investigation the writer listed teaching 
aids and nine activities which were used as the basis or this 
study. Teaching aids and the nine activities were defined and 
tabulated as follows: 
Teaching aids - include illustrations, tests, reviews, 
cartoons, and charts. One unit is scored for each activity. 
General activities - include business correspondence, 
envelopes, punctuation, capitalization, vocabulary, business 
terms, spelling grammar, sentence structure, diagramming, 
paragraph structure, outlining, composition, oral talks, 
footnotes, and bibliographies. 
Completion - includes all statements that called for 
short one or two-word answers, or short phrase answers. It 
also included sentences that required the insertion of 
punctuation and sentences in which a particular word was 
defined by underscoring. One unit was scored for each item. 
Definitions - include all exercises that asked for the 
explanation or the meaning or meanings or a word. One unit 
was scored for each word the student is required to define. 
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Diagrams - include all sentences in which diagramming 
was illustrated and sentences which the students were asked 
to diagram, that is, select the subject, predicate, object 
or predicate nominative, and their modifiers. One unit was 
scored for each diagram. 
Lists - include all spelling lists, or vocabulary lists 
that the students were required to learn. One unit was 
scored for each list. 
Matching items - include all exercises in which the 
student must pair items in one column with related items in 
a second column which is arranged by chance. One unit was 
scored for each stimulus. 
Multiple-choice items - include all items to which the 
student responds by attempting to select the correct response 
for several alternatives given. One unit was scored for each 
item. 
Study questions - include all exercises to which the 
pupil is required to think out the question carefully and 
then organize his answers accordingly. One unit was scored 
for each statement or problem to which the student is 
required to think out an answer. 
True-false questions - include all items to which the 
student responds by indicating whether a statement is true or 
false. One unit was scored for each response. 
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Justification of the Problem 
This study was considered valuable as a guide for 
purchasing agents, school administrators, and teachers who 
are considering the adoption of new business English work-
books for their schools. Such a study is useful in 
pointing out the desirable features that should be sought in 
a workbook. Writers of workbooks may profit from such a 
study. 
Organization of Study 
In Chapter I the problem has been defined, delimited, 
and justified. Chapter II consists of a review of literature 
related to the problem. Chapter III lists the detailed 
procedures used in this study, while Chapter IV gives the 
analyses and interpretation of the data. Chapter V contains 
the summary and the conclusions. 
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CHAPTER II 
REVIEW OF RESEARCH AND RELATED LITERATURE 
Many magazine articles have been written concerning the 
pro~ and con~ of workbooks. The research and literature 
reviewed in this chapter consists of three theses, a section 
of a textbook, and seven magazine articles concerned with 
workbook analysis and the criteria for the use of workbooks. 
In his thesis, "An Analysis of Workbooks in Economic 
Geography," Robert E. Sheeha:J surveyed activities provided 
for high school students in eight workbooks in economic 
geography. Five objectives were used as criteria for 
conducting this study. These objectives included securing 
data for evaluating the content of workbooks, determining the 
teaching aids provided, and providing data to help teachers 
interpret the physical construction of workbooks in economic 
geography. 
Of the 19 activities used as a basis for his survey, 
Sheehan found that the completion exercise, amounting to 36 
per cent of all activities, was favored by the workbook 
authors. Twenty-six per cent of the activities were given 
over to study questions, and nine per cent to the listing of 
names, objects, products, and places. Map exercises were used 
by all authors; graph and diagram exercises and photographs 
lsheehan, Robert E., An Analysis of Workbooks in Economic 
Geography, Master's Thesis-,-Boston University, 1949;-p. 82. 
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appeared infrequently in the workbooks analyzed. Class 
reports were used in six of the eight workbooks; charts, true-
false items, and general activities appeared infrequently. 
The author made the following recommendation: 
A time-analysis study should be made to bring out 
the differences in the relative amount of time that it 
requires high school students of economic geography to 
perform different ac~ivities, such as map completion 
and study questions. 
Zetes3 compiled research in analyzing eight workbooks in 
world history and found that the authors devoted 23 per cent 
of all the exercises to the recall type of question, more than 
two and two-tenths times that given to any other activity. 
His data indicated that: 
Recall questions, study questions, and map 
locational items, in that order, are among the first 
three component elements stressed. These absorb 
nearly 44 per cent of all the units, the first two 
of these component elements are commonly recognized 
as part of an attempt to direct the student in his 
reading. 
Cronin's4 analysis of ten workbooks in American history 
showed 19,496 opportunities for learning activities. The 
total number of opportunities ranged from a low of 1,200 to 
3,458. Of all the opportunities, 22.76 per cent were in the 
recall area but even here the authors disagreed on the amount 
2Ibid., p. 78. 
3zetes, Christie, An Analysis of the Content of World 
History Workbooks Qa! Senior ~igh School Level, Master's 
Thesis, Boston University, 194 , p.70. 
4cronin, Margaret, An Analysis of Workbooks in American 
History, Junior High School Level, Master's Thesis, Boston 
University, 1948, pp. 78-79. 
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of emphasis that should be placed on this type of activity.5 
Thomas M. Risk6 states that: 
The type of workbook consisting of outline of 
content in a given field and containing detailed 
directions for pupils, numerous instructional aids, 
and practice exercises, to be used with or without 
a regular textbook is largely a product of the last 
decade and a half. 
W. P. Johnson7 in his article "Then Came the Workbook" 
states that: 
The idea of workbooks springs from three main 
sources: the waste paper basket, publications that 
approached the workbook in content and function, 
and the challenge to do a job in a more economical 
way than had been done. 
W. P. Johnson says that in 1918-21 he reviewed three 
publications that gave him the idea of the workbook. One was 
a book on sentence drills for business English, one was an 
old book in tablet form called Practice Problems. The third 
book was a practice book in English. Those three publications, 
Johnson claims, nearly approached the workbook in fundamental 
ideas. 
w. P. Johnson says that the first workbook published was 
entitled Sharp's English Exercises for High School. It was 
published in September 1923 and the sales were large enough 
5 Ibid., p. 79. 
6Risk, Thomas M., Principles and Practices of Teaching 
in Secondary Schools, New York, 1947; p. 6o3. 
7Johnson, W. P., "Then Came the Workbook," Journal of 
Education, vol. 131, February, 1948, p. 64. 
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through the months of September, October, November, and 
December so that Mr. Russell A. Sharp drew a royalty check of 
$375 in January 1, 1924. Other books were published from 
1924-27 when the series was completed from grades two to 
twelve inclusive. 
W. P. Johnson8 states that: 
In 1927 national magazines were advertising 
workbooks and promoting the sale of these books. 
During the period 1924-28 many publishers opposed 
the idea of the workbook. Not only were many of 
the publishers in the late '20's against the idea 
of the workbook, but generally teachers' colleges, 
normal schools, and some of the education depart-
ments of our leading universities were against it. 
Thomas Risk9 states that there are three types of work-
books: 
1. Those exercise tablets or booklets containing 
only practice exercises, achievement tests, diagnostic 
tests, and other types of exercises with space provided 
for work in the booklets themselves. These are designed 
to be used for supplementary work independent of any 
particular text. 
2. Those consisting of directions for study, 
exercises, tests, etc., designed to parallel some 
specific textbook, to supplement the text material, or 
to provide added learning experience, which also pro-
vide working space for the pupil. 
3. Those consisting of outlined units of content 
with detailed directions for study, numerous 
instructional aids, exercises, tests, etc., designed to 
cover a given field without paralleling any textbook. 
8~., p. 64. 
9Risk, ~· cit., p. 604. 
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Thomas Risk says that each type of workbook is designed 
to fulfill certain functions, and while some fulfill 
functions not provided for by others, all fulfill certain 
functions. Certain values may be claimed for all workbooks, 
but some have a wider range of values than others. 
According to Risk10 the principal functions of the 
first workbook described above are: 
1. To supplement classroom learning exercises 
2. To give practice in perfecting abilities 
3. To give practice for skill 4. To test achievement and self-improvement 
5. To diagnose learning difficulties 
6. To provide for individual differences 
7. To stimulate interest in self-improvement and 
record of work 
8. To provide for independent, individual work 
Riskll states that: 
All of the workhooks in the second type described 
fulfill all the functions of those in the first type, 
in many cases providing a greater variety of learning 
exercises to fulfill certain of the functions. In 
addition workbooks of this type provided especially 
for: 
1. 
2. 
3. 
4. 
A review or recapitulation of important points 
covered in the study of the text 
Practice exercises to develop reflective thinking 
and independent thinking 
Practice exercises to develop ability to organize 
facts studied 
Supervised or directed study 
Risk says tha~ the third type of workbook described 
fulfills all the functions of the first and second type. 
lOibid., p. 604. 
llrbid., p. 6o4. 
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He believes that: 
Authors or this type workbook have assumed that 
it is the function or a workbook to delimit the 
objective and scope or a given field or course or 
study. For this reason this type or workbook may not 
parallel any one text. It becomes a course or study 
except that it provides space ror vari£~s types or 
learning exercises, study guides, etc. 
Since the first publication or workbooks many articles 
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have been written ror and against their use. In her article 
"What About Workbooks?" Edith F. Miller1 3 says that many 
teachers do not believe that workbooks have a place at all 
among our educational practices. They reel that the necessary 
skills and drills can best be provided by material planned by 
the teacher. Other educators reel that some workbooks are 
well planned and that they do provide a wealth or material 
which would be too time consuming ror the busy classroom 
teacher to prepare. They reel that brighter pupils can go 
ahead in certain subjects and that workbooks are an excellent 
self-teaching device. They reason that by a wise selection 
the teacher may rind the type or exercise her class needs and 
that workbooks themselves furnish good practice in silent 
reading. Edith F. Miller14 believes that: 
Workbooks are scarcely adapted to any creative 
work. Instead or having the children make up a play 
about safety or write a poem because the workbook 
requires it, the classroom teacher can utilize the 
1 2rbid., p. 6o4. 
13)Miller, Edith F., "What About Workbooks?" American 
Childhood, December, 1946, p. 15. 
14 ill£., p. 15 
children's own interests and needs to far better 
advantage and at thl5 same time insure a higher quality of creative effort. 
From data obtained from several score of workbooks 
Thomas Risk16 has listed four desirable features that should 
be provided in a good workbook, namely, 
1. Specific directions for study 
2. Visual aids 
3. Practice exercises designed to assist in the 
attainment of specific objectives 4. Testing material 
Risk1 7 states that: 
Thetypes of visual aids found in workbooks include 
graphs, maps, charts, diagrams, drawings, and pictures. 
They are an aid to concentration u~on the important 
factors being studied, and they make the workbooks more 
attractive and interesting. 
The types of practice materials included in the 
workbooks vary in accordance with the subject. The 
types of practice material may be classified as 
vocabulary drills, timed drills, review material, 
practice material, problems, and projects. 
Edith Miller1 8 believes that when workbooks are being 
selected, the general content of the workbooks and its 
possibilities for use should be kept in mind. When the work-
books are finally decided upon, the teachers should check them. 
When students get the idea that the teacher is not going to 
check their work, the books become breeding places for poor 
English, spelling, and writing. 
l5Ibid., p. 15. 
16 Risk, 2.£• cit., p. 603. 
17 Ibid., p. 603. 
18Miller, ££• cit., p. 15. 
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H. H. Riggs,l9 in discussing the place of workbooks, 
states: 
In our eagerness to be modern and forward, we 
should not lose sight of the fact that schools are 
responsible for training boys and girls for a place 
in life ••• we should be mindful that we do not 
send them from school as expert blank fillers. 
One can give serious thought to the fact that 
perhaps teachers are making blank fillers out of 
students. It is true that good tools are an aid to 
education but some never learn how to use the tools 
properly no matter how good they may be. It is very 
easy to follow the path of least resistance. Much 
of the "busy work" that formerly found a useful 
place in primary education has been condemned as of 
little educational value. 
20 Richard Madden ·' states that workbooks least likely to 
be "busy work" are those designed to supplement the textbook 
used in the class. Their activity has meaning in reference 
to another portion of the work of the day. If well developed, 
they provide a variety of goals and objectives. They are 
usually superior to a teacher's hurriedly duplicated efforts. 
Pupils accept them more naturally than they accept unrelated 
exercises. Madden21 feels that: 
The workbook is a tool in education which may 
be used well or may be used badly. A highly competent 
teacher may have greater need of it with a class of 
40 than with a class of 25. An inexperienced teacher 
may have more need for its use than he will have after 
he gains experience. A teacher well prepared in most 
curriculum areas may profit by the use of a workbook 
in his weaker areas, but he must prevent it from being 
a crutch. 
l9Biggs, H. H., "Are We Making Blank Fillers Out of 
Students?" School Executive, vol. 51, March, 1942, p. 320. 
20Madden, Richard, "Workbooks Tool or Crutch?" National 
Education Association Journal, February, 1956, p. 94. 
21 Ibid., p. 94. 
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Thomas Risk22 reels that the principal criticisms or the 
workbook are or two types: 
1. One of the unfortunate uses is that of 
mechanizing of classwork. The teacher assigns 
certain exercises for the pupils to do, and the 
pupils proceed to hunt up answers and copy them 
from the text with little consideration or the 
problems or the meaning and importance of the 
answers. Finding the answers and completing the 
exercise or job become the objective. This use 
is very apt to restrict independent thinking and 
substitute a job for thinking and planning. 
2. The purchase of the workbook is apt to 
cause the teacher to fit the pupils' work to the 
workbook instead of adapting the workbook to 
their needs. 
Dr. Vernon A. Musselman23 believes that workbooks are 
forcerul, positive learning aids. Their basic purpose is 
that they guide learning. Using workbooks is like having the 
authors as private tutors. Workbooks save the teacher's time 
in planning lessons, in developing practice material, in 
preparing tests, in duplicating business forms, in double 
checking for balance in lessons, and in providing supplemen-
tary projects. Any comparison or costs will show that it is 
much cheaper to buy workbooks than to buy or duplicate 
equivalent rorms. 
Dr. Vernon A. Musselman24 states that: 
Workbooks help evaluation. Modern workbooks 
include reviews, in self-testing form; pupils may 
check their progress as readily as the teacher does. 
22Risk, 2£· cit., p. 604. 
23Musselman, Vernon A., "Workbooks Are Forcerul Positive 
Learning Aids," Business Teacher, April, 1955, p. 7. 
24rbid., p. 7. 
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Workbooks also provide ror individual differences. 
Each pupil may progress at his own rate. New work-
books contain assignments that challenge even the 
keenest minds yet provide ror the slow learner. 
The workbook gives follow-up repetitive drill 
and practice on spelling, usage, and meaning so 
essential to vocabulary building. Workbooks are 
uniform and they simplify mechanics. They provide 
easy handling or papers, thus simplifing classroom 
management.2~ 
Margaret Kerr26 firmly believes that theworkbook has a 
place in the classroom. She states that providing text-work-
books gives the child a chance to use something new, fresh, 
all his own. A book or this type is a convenience to the 
teacher because there are no lost papers and no filing 
problems. The books are designed to expedite checking and 
correction or errors. Another widely practiced use or the 
workbooks is supplementing the program by providing 
additional drill material. They also provide opportunity for 
adjustment or the program to individual differences. 
Margaret Kerr27 states that: 
Workbooks, like textbooks, must have their use 
carefully planned in order to get the most effective 
results. Teachers should inspect a book to consider 
its general format--the quality or its paper and 
binding, the size or its type, the number or 
functional illustrations that it contains and how 
usable they are, and the general appearance or its 
pages. The best and most profitable use or workbooks 
results only if their use is planned carefully, they 
are selected wisely, and their materials are 
intelligently prepared and presented. 
25Ibid., p. 7. 
26Kerr, Margaret, "Teaching With Workbooks," The Elementary 
School Journal, December, 1947, pp. 218-220. 
27rbid., p. 219. 
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The contents should be carerully examined to be 
sure that the material presented is usable; unbiased; 
ractual; carerully edited, so that it presents no 
unusual dirriculties; and carerully graded sentence 
structure and voc~bulary ror the grade level in which 
it will be used.2 
Criteria ror the evaluation or reading workbooks 
established by Betts29 are: 
1. Meaning rather than the mechanics or reading should 
receive major consideration. 
2. Activities should be emphasized which racilitate 
the normal development or goal-seeking behavior 
rather than drills and exercises to insure a given 
number or repetitions. 
3. A wide and interesting variety or worthwhile 
activities should be provided in order to recognize 
the various racts or the reading situations and to 
make possible adaption to individual needs and 
interests. 
4. The workbook material should be attractive. 
5. The materials should be or the inrormational type. 
6. The vocabulary or the directions should be assayed 
ror possible comprehension dirriculties. 
7. Responses should be characterized by rich and varied 
association and by inrerential type thinking rather 
than by an aided or unaided recall or sheer racts. 
Vreeland30 reels that: 
In the last analysis a workbook can be no more than 
a means to an end. Its runction is to racilitate the 
teaching and learning processes as they must be carried 
on in the modern school. It rollows that the workbook 
28 Ibid., p. 219. 
29Betts, Ernrnett A., "Workbook Situation," Educational 
Administration and Supervision, vol. 21, November, 1q41, p. 571. 
30vreeland, Wendall, "A Good Workbook rrom the Teacher's 
Point or View," Nations Schools, vol. 18, July, 1946, p. 34. 
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may be either an utterly valueless instrument or an 
indispensible tool, depending upon the nicety with 
which it is adjusted to the instructional situation 
in which it is used. Final appraisal of the workbook, 
therefore, ought to be based3upon its effectiveness in actual use in the classroom. 1 
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CHAPTER III 
PROCEDURES USED IN SOLVING THE PROBLEM 
The problem of this study was to make a comparative 
analysis of eight workbooks in business English. 
The following procedures were used in conducting this 
study: 
1. Related literature, consisting of theses, textbooks, 
and magazine articles concerned with workbook analysis were 
investigated to obtain a background for this study. 
2. In order to obtain a complete list of all business 
English workbooks, the following publishing companies were 
written to by the writer. 
a. Allyn and Bacon, Inc., New York, New York 
b. American Book Company, New York, New York 
c. Appleton-Century-Crofts, Inc., New York 1, New York 
d. The Economy Company, Indianapolis, Indiana 
e. Ginn and Company, New York 11, New York 
f. Gregg Publishing Division, McGraw-Hill Book Company, 
Inc., New York, New York 
g. D. c. Heath and Company, New York 14, New York 
h. Henry Holt and Company, Inc., New York 17, New York 
i. Houghton Mifflin Company, Boston, Massachusetts 
j. Kennesaw Publishing Company, Marietta, Georgia 
k. The MacMillan Company, New York 11, New York 
1. McCormick-Mathers Publishing Company, Wichita 1, 
Kansas 
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3. 
study: 
a. 
b. 
c. 
d. 
e. 
f. 
g. 
McKnight & McKnight Publishing Company, Bloomington, 
Illinois 
J. B. Lippincott Company, Chicago, Illinois 
Prentice-Hall, Inc., Englewood Cliffs, New Jersey 
Rand McNally & Company, Chicago 80, Illinois 
The H. M. Rowe Company, Chicago 7, Illinois 
Scott, Foresman and Company, New York 10, New York 
Southwestern Publishing Company, New Rochelle, 
New York 
The John c. Winston Company, Phildelphia 7, 
Pennsylvania 
The following eight workbooks were selected for this 
Parkhurst, Charles Chandler, Practical Problems in 
English for Business, Prentice-Hall, Inc., Englewood 
Cliffs, New Jersey, 1953. 
19 
Schachter, Norman, English the ~Ssy Way, Southwestern 
Publishing Company, Chicago, 19 • 
Davis, Roy, Lingham, Clarence, and Payne, Gertrude I., 
Business English Workbook, Ginn and Company, Boston, 
Massachusetts, 1941. 
Larson, Greta LaFollette, Business English Essentials, 
Gregg Publishing Division--McGraw-Hill Book Company, 
New York, 1953. 
Reigner, Charles, G., Practical English Drills, and 
Practical Punctuation Drills, The H. M. Rowe Company, 
Chicago, 1952. 
Smith, Ellen and McAnulty, Leona, Essentials in 
English, The McCormick-Mathers Publishing Company, 
New York, 1946. 
Prestwood, Elwood L., Practice in English, Houghton 
Mifflin Company, Boston, 1947. 
h. Rogers, Ruth, and McNeese, Florette, Keys to Epglish 
Mastery, The Economy Company, Atlanta, 194E7 
4. A preliminary analysis of the foregoing workbooks 
was conducted to determine the most efficient, objective 
manner by which the following information could be obtained. 
a. The preface of each workbook was carefully 
analyzed to determine the objectives set 
forth by the authors. 
b. Each workbook was analyzed for topical content, 
and a check list was prepared after examining 
the main topics, chapter headings, unit headings, 
indexes, and subtopics in each book. 
c. Using the check list, a detailed analysis of the 
workbooks was made. Each of the main topics was 
subdivided into subtopics for tabulation and 
comparison purposes. 
d. An analysis was made of the number and types of 
teaching aids, such as rules, examples, charts, 
and cartoons. 
5. After the preliminary analysis of the workbooks in 
this study, teaching aids and nine activities in the workbooks 
were defined as the basis of this study. (See pages 3 and 4.) 
6. The questions, problems, and exercises were analyzed 
individually and tabulations of the activities were made. 
7. A summary and conclusions were formulated based upon 
the findings.of the study. 
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CHAPTER IV 
ANALYSES AND INTERPRETATIONS OF DATA 
The data used in this study are based upon the results 
of a survey of the activities provided for high school 
students in eight workbooks in business English. 
The following 20 pages are devoted to the presentation 
of descriptions and tables of each workbook that was 
analyzed in this study. A comparative table of the number 
and types of activities contained in the eight workbooks is 
included in this chapter. 
21 
Workbook #1--Practical Problems in English for Business 
by Chandler Parkhurst is a specific workbook based on the 
textbook English for Business written by the same author. 
This workbook has 135 problems arranged to correlate with the 
chapters in the textbook. The letter approach is used and is 
consistent throughout the workbook. The first problem 
concerns letter layout and the last problem consists of letter 
writing. 
This workbook presents the fundamentals of effective 
expression and communication--correct grammar, punctuation, 
spelling, and vocabulary. Major emphasis is placed on 
English used in business and the problems are based on actual 
business situations. An exercise that is used only in this 
workbook is learning the definition of business terms. 
Practical Problems in English for Business contains perforated 
pages of letterheads and other business forms. 
Table I shows that there are 385 multiple choice 
questions. These questions represent 28 per cent of the total 
activities while the 362 completion exercises are second 
highest in frequency with a total of 26 per cent. The next 
two items in order of frequency are study questions with a 
total of 24 per cent and true-false exercises with a total of 
lL~ per cent. Practical Problems in English for Business is 
the only workbook of the eight reviewed that contains true-
false exercises and the only one in which multiple choice 
questions rank first in total activities scored. 
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TABLE I 
NUMBER AND TYPES OF ACTIVITIES CONTAINED IN THE WORKBOOK 
PRACTICAL PROBLEMS IN ENGLISH FOR BUSINESS 
Com- Multiple 
Teaching pletion Defi- Dia- ~atching Choice 
General Activities Aids Questions nition grams Lists Items Questions 
Business Letter Layout 
Letter Analysis 
Business Envelopes 
Punctuation 45 205 
Punctuation and 
Capitalization of 
Business Letters 2 
Business Terms 60 
Trite Words or Phrases 
Words or Phrases 
Misused 40 
Spelling 60 
Correct Pronunciation 50 
Graw..mar 5 105 285 
Sentence Structure 3 
Paragraph Structure 1 
Business Letters 
Reviews 6 
TOTALS 60 362 60 385 
Per cent 1+ 26 lj._ 28 
Study 
Questions 
83 
2 
5 
60 
40 
20 
10 
70 
3 
45 
338 
24 
True 
False 
80 
20 
50 
40 
190 
14 
-
I\) 
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Workbook #2--The objective of English the Easy Way by 
Norman Schachter is to give a presentation of English grammar 
that can be taught as a short, intensive basic review, as a 
course with remedial emphasis, or as a supplement to other 
courses. It is filled with examples and exercises based on 
topics that are popular with the average student. This work-
book presents the fundamentals of English usage, punctuation 
and capitalization, spelling and word games, and word choice. 
A series of try-out exercises are provided when a new 
topic is introduced to see if the student understands what he 
has read. The exercises contain sentences about sports and 
hobbies, the motion picture industry, American ideals and 
democracy, popular quotations, and the lives and works of 
American authors. 
Norman Schachter makes effective use of instructive 
pictorial cartoons to add motivation to the subject. The 
workbook can be used effectively with a wide range of student 
ability because the exercises vary in difficulty. 
Table II shows that there are 2344 completion questions 
which represent 73 per cent of the total activities while the 
575 teaching aids are second highest in frequency with a total 
of 18 per cent. There are 20 lists in this workbook. How-
ever, lists comprise less than one per cent of all activities 
scored. 
The omission of business correspondence in this workbook 
clearly indicates that it is not written especially for the 
business student. 
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General Activities 
Sentence Structure 
Grammar 
Writing Sentences 
and Paragraphs 
Punctuation 
Spelling 
Word Choice 
Reviews 
TOTALS 
Per cent 
TABLE II 
NUMBER AND TYPES OF ACTIVITIES CONTAINED IN THE WORKBOOK 
ENGLISH THE EASY WAY 
Com- Multiple 
Teaching pletion Defi- Dia- Matching Choice 
Aids Questions nition grams ~ists Items Questions 
68 325 25 
201 1409 25 
18 25 
80 371 
8 80 19 50 
88 135 1 
12 
575 2344 20 100 
18 73 1 3 
Study 
Questions 
70 
44 
5o 
164 
5 
Tr'\:e 
False 
J\) 
\.11. 
Workbook #3--Business English Workbook by Roy Davis, 
Clarence H. Lingham, and Gertrude I. Payne is a workbook 
especially written for the business student. The funda-
mentals of grammar and punctuation are reviewed thoroughly 
before the business letter is introduced. The latter part 
of the book is devoted to various types of business letters 
and correspondence. Although rules and examples are omitted 
from this workbook, the student is referred to the textbook, 
Modern Business English, written by the authors mentioned 
above. 
Table III shows that there are 918 completion questions 
which represent 70 per cent of the total activities. Five 
hundred and twenty completion questions deal with grammar. 
Multiple choice exercises are second highest in frequency 
with a total of 16 per cent. One hundred and ninety of the 
multiple choice questions are in grammar. Significant in 
this table is the very few (13) teaching aids found in this 
workbook. Of the eight workbooks reviewed Business English 
Workbook is the only one which contains a considerable 
number of matching exercises. These exercises represent 
three per cent of the total activities. Study questions 
represent nine per cent of the total activities while 
teaching aids and definition items represent a fraction of 
one per cent. Directions for doing all the exercises are 
included in each lesson but rules and examples are given only 
in the textbook. 
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General Activities 
Grammar 
TABLE III 
NUMBER AND TYPES OF ACTIVITIES CONTAINED IN THE WORKBOOK 
BUSINESS ENGLISH WORKBOOK 
Com- Multiple 
Teaching pletion Defi- Dia- Matching Choice 
Aids Questions !nit ion grams Lists Items Questions 
7 520 15 190 
Words often confused 1 30 30 
Punctuation 313 
Letters to be 
punctuated 4 
Spelling 70 
Vocabulary 30 7 
Sentence Structure 4 
Business Letters 44 2 
Reviews 5 
TOTALS 13 981 2 45 231 
Per cent .09 70 .01 3 16 
i 
Study 
Questions 
34 
23 
30 
43 
130 
9 
True 
False 
I'\) 
-J 
Workbook #4--The purpose or Essentials in English by 
Ellen Smith and Leona McAnulty is to help the student rorm 
habits or clear thinking, to stimulate him to greater errort 
in rorming better speech habits, and to encourage him to 
speak and write about things within his own observation and 
experience. 
The elementary parts or grammatical structure are 
presented, and then abundant drill in recognition and usage 
or all types of verbal phrases is provided. Special 
emphasis is given to vocabulary work. Practice in organi~ 
and participating in speech activities is also given. 
Writing skill is given practical application in business 
letter writing. 
In the choice or content, the distribution is made on 
the following basis: 
Correct usage 39% 
Speech activities 12% 
Writing activities 11% 
Grammar 28% 
Testing 10% 
Essentials in English is complete within itself; it does 
not require the use of an additional textbook. The material 
for each lesson is divided into two parts, first and second 
try, which provide abundance of practice material for 
developing all phases of each lesson. In general the content 
of the lessons is chosen from material that appeals to high 
school students. 
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Check cards (one card £or each lesson) are provided so 
that the student can check his own work. By using this 
method or checking, Smith and McAnulty believe that the 
student learns where his mistakes are made instead or being 
interested only in a grade. 
A separate set or tests--one diagnostic test, eight 
achievement tests, and one £inal test--is provided. The 
diagnostic test, to be given at the beginning or the course, 
reveals the student's weaknesses. The achievement test, to 
be given at the completion or each block or work, shows to what 
extent the student acquired the desired language skill; and 
the £inal test, to be given at the completion or the course, 
reveals the progress the student made during the semester. 
Table IV shows that there are 1167 completion questions 
which represent 46 per cent or the total activities. Eight 
hundred and eighty-rive completion questions are devoted to 
grammar. There are 856 teaching aids which represent 33 per 
cent or the total activities. Study questions represent 16 
per cent or the total activities; 385 study questions are 
devoted to grammar. 
Essentials in English covers additional topics such as 
outlining, presenting a radio program, the research theme, 
bibliographies, rootnotes, book talks, and extemporaneous 
speeches. 
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General Activities 
Sentence Structure 
Paragraph Writing 
Vocabulary Study 
Grammar 
Spelling 
Business Letters 
Punctuation 
Outlining 
Presenting a Radio 
Program 
The Research Theme 
Bibliographies and 
Footnotes 
Book Talks 
TABLE IV 
NUMBER AND TYPES OF ACTIVITIES CONTAINED IN THE WORKBOOK 
ESSENTIALS IN ENGLISH 
Com- Multiple 
Teaching pletion Defi- Dia- Matching Choice 
Aids !Questions pition grams Lists Items Questions 
35 122 49 
5 
65 3 
681 885 
6 
10 
102 160 
1 
1 
1 
4 
2 2 
Extemporaneous Speech 1 1 
Reviews 3 
Tests 10 
TOTALS 856 1167 65 49 9 3 
Per cent 33 46 3 2 
Study 
Questions 
2 
385 
17 
4 
2 
414 
16 
True 
Fal83 
w 
0 
Workbook #5--Practical English Drills and Practical 
Punctuation Drills by Charles,G. Reigner are specific work-
books which can be used with any English textbook or as 
separate workbooks. 
Practical English Drills is a practice book of drills in 
grammar, sentence structure, and correct usage. The business 
letters in the back of the workbook include many words often 
misspelled. By completing the words which are partially 
spelled the student is tested in the spelling of difficult 
words. 
Practical Punctuation Drills provides plenty of drill in 
punctuation, capitalization, and word choice. All the guiding 
rules in punctuation are printed on the inside front and 
inside back covers. Special attention is given to the use 
of the hyphen in dividing words. 
Although the writer of this thesis reported on only two 
workbooks, Reigner has also written three other workbooks--
Applied English Essentials, Applied Punctuation, and Using 
Punctuation Marks. 
Table V shows that the 1886 completion questions 
represent 77 per cent of the total activities. Eight hundred 
and thirty-five completion questions are devoted to grammar. 
The 524 study questions are second highest in frequency 
representing 21 per cent of the total activities. It can 
readily be seen that these books are practice books and that 
the teacher must provide his own motivation devices. 
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TABLE V 
NUMBER AND TYPES OF ACTIVITIES CONTAINED IN THE WORKBOOK 
PRACTICAL ENGLISH DRILLS and PRACTICAL PUNCTUATION DRILLS 
Com- Multiple 
Teaching pletion Defi- Dia- Matching Choice 
General Activities Aids R,uestions nit ion grams Lists Items Questions 
Grammar 835 19 
Spelling 465 
Punctuation 31 456 
Letters and Paragraphs 
to be Punctuated 73 
Word Study 1 
Hyphenation 57 
TOTALS 31 1886 1 19 
Per cent 1 77 1 
Study 
Questions 
345 
179 
524 
21 
True 
False 
w 
N 
Workbook #6--Business English Essentials by Greta 
La Follette Larson is a workbook that presents the 
fundamentals of grammar, punctuation, spelling, and letter 
writing. Like Workbook #2, English the Easy Way by Norman 
Schachter, Business English Essentials is a combination 
textbook and workbook. It is designed for use where an 
intensive course in business English is desired. However, 
the book is flexible enough so that it can be used for 
longer courses. 
Business English Essentials provides for continuous, 
integrated study, with applications, of the essentials of 
business English. Charts, definitions, and explanations are 
provided at the beginning of each section to acquaint the 
student with the subject matter which is to be covered. 
Reviews are also given at the end of each unit. Testing 
material plus practice spelling lists and problems for practioo 
in writing are included in this workbook. 
Business English Essentials contains perforated pages 
which make it possible for the teacher to check all assign-
ments easily. Upon the removal of the perforated sheets the 
book becomes a handy desk reference. 
Table VI shows that the 1076 completion questions 
represent 39 per cent of the total activities. The 789 
multiple-choice items are second highest in frequency with a 
total of 28 per cent. Seven hundred and forty-one multiple-
choice items are devoted to grammar. The 456 study questions 
represent 16 per cent of the total activities while the 460 
teaching aids represent 17 per cent of the total activities. 
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General Activities 
Grammar 
Spelling 
Vocabulary 
Correct Usage 
Punctuation 
Business Letter 
Writing 
Proofreading 
Hyphenation 
Envelopes 
Reviews 
Tests 
TOTALS 
Per cent 
TABLE VI 
NU11BER AND TYPES OF ACTIVITIES CONTAINED IN THE WORKBOOK 
BUSINESS ENGLISH ESSENTIALS 
Com- Multiple 
Teaching pletion Defi- Dis.- Matching Choice 
Aids Ruestions nition grams uists Items Questions 
186 572 2 741 
101 121 1 48 
2 
80 1 
52 363 
15 
11 20 
8 
6 
1 
460 1076 2 4 7~~ 17 39 
Study 
Questions 
415 
21 
4 
16 
456 
16 
True 
False 
v..> 
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Workbook #7--Practice in English by Elwood L. Prestwood 
is a combination workbook and textbook in English funda-
mentals. The purpose of this workbook is to teach the rules, 
or general principles, of usage so that the student can feel 
perfectly at ease in any situation where he must speak or 
write. If the student knows the rules of English usage so 
well that he applies them automatically, he can concentrate an 
what to say or write, instead of how to say or write it. 
The first section of this book is concerned with the 
language forms or usages ordinarily employed by educated 
people. The second part of the book is devoted to punctu-
ation and writing. 
Diagnostic tests are given in each unit so that the 
student can diagnose his own errors. Five achievement tests 
are given in a separate booklet so that the student can 
learn to what extent he is acquiring language skills. 
Cartoons are used throughout the book to motivate the student 
and to provide humorous explanations of English usage. 
Table VII shows that the 1539 completion questions 
represent 50 per cent of the total activities. The 730 
multiple-choice exercises are second highest in frequency 
representing 23 per cent of the total activities. The 629 
study questionsrepresent 20 per cent of the total activities 
while teaching aids represent seven per cent. There are 807 
completion questions, 579 multiple-choice questions, and 383 
study question devoted to grammar. 
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General Activities 
Grammar 
Punctuation 
Punctuation of' 
Business Letters 
Sentence and 
TABLE VII 
NUMBER AND TYPES OF ACTIVITIES CONTAINED IN THE WORKBOOK 
PRACTICE IN ENGLISH 
Com- Multiple 
Teaching pletion Def'i- Dia- ~atching Choice 
Aids Questions nition grams Lists Items Questions 
116 807 579 
79 577 151 
23 
Paragraph Structure 3 132 
Reviews 6 
Tests 11 
TOTALS 215 1539 730 
Per cent 7 50 23 
Study 
Questions 
383 
124 
629 
20 
True 
False 
w 
0' 
Workbook #8--Keys to English Mastery by Ruth Rogers and 
Florette McNesse is a combination textbook and workbook ror 
use in the sophomore year. There is a complete text section 
in the center or the book to which the lessons are keyed. The 
purpose of this book is to teach the fundamentals of English 
grammar and composition by a simple and direct method so that 
the pupil will be able to apply these rundamentals 
errectively in speaking and writing. 
Approximately one half of the book (50 lessons) are 
used to present grammar and usage. Special care is taken to 
show the reason ror studying each phase or grammar as it 
appears in the book. 
In most or the lessons there is a short list of words 
for drill in spelling. These are selected from words 
commonly misspelled by tenth grade students. At the end of 
the book is a complete list or the spelling words. 
The composition program (17 lessons) includes paragraph 
writing, written compositions, oral compositions, outlines, 
business letters, and social letters. 
Capitalization and punctuation (14 lessons) include all 
the fundamental principles or capitalization and punctuation 
and are closely correlated with the study of grammar. 
There is a continual rollow-up and review program. In 
addition to the review lessons ror the work units, there is 
a general review section ror each half or the book. 
Tests for Keys to English Mastery are bound in a separate 
booklet. An inventory or diagnostic test is given at the 
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beginning of the first three units to determine how much the 
student knows or does not know. An achievement test is given 
at the end of the next six units to enable the teacher to 
know the progress that has been made. One final achievement 
test is also included in the booklet. 
Many of the sentences in the exercises give interesting 
and valid information about some appropriate topic. 
Table VIII shows that the 1417 completion questions 
represent 47 per cent of the total activities. There are 1024 
completion questions devoted to grammar. The 523 teaching 
aids are second highest in frequency representing 17 per cent 
of the total activities. Since Keys to English Mastery is a 
combination workbook and textbook, the teaching aids total is 
high in relation to the books that are classified as strictly 
workbooks. The 516 study questions represent 17 per cent of 
the total activities. 
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General Activities 
Grammar 
Business Letters 
Paragraph Writing 
Word Study 
Punctuation 
Reviews 
Tests 
TOTALS 
Per Cent 
TABLE VIII 
NUMBER AND TYPES OF ACTIVITIES CONTAINED IN THE WORKBOOK 
KEYS TO ENGLISH MASTERY 
Com- Multiple 
Teaching pletion Defi- Dia- Matching Choice 
Aids Questions nition grams Lists Items Questions 
350 1024 172 385 
12 
6 25 
30 
136 338 
9 
10 
523 1417 172 385 
17 47 6 13 
Study 
Questions 
267 
12 
16 
180 
42-
516 
17 
True 
False 
\.,..) 
>,() 
Table IX presents a complete summary or the number and 
types or activities contained within eight workbooks. It 
shows that over one halr or the total activities are devoted 
to completion questions, approximately one sixth are devoted 
to study questions, one seventh are devoted to teaching aids. 
Multiple choice exercises constitute approximately one 
seventh or the total activities while the remaining six 
activities comprise approximately three per cent or the total 
activities scored. There are 76 general activities, 43 charts, 
223 diagrams, 34 lists, and 48 matching items. 
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TABLE IX 
COHPARATIVE TABLE OF THE ACTIVITIES CONTAINED IN 
EIGHT WORKBOOKS 
Types of Business English Workbooks 
Activities 
I II III IV v VI VII VIII 
General 
Activities 15 7 9 15 6 11 6 7 
Teaching 
575 Aids 60 13 856 31 560 215 523 
Completion 362 ~344 981 1167 1886 1079 1539 1417 
Definition 60 
-
2 65 - - - -
Diagrams 
- - -
49 - 2 - 172 
Lists 
-
20 
- 9 1 4 - -
Matching 
- - 45 3 - - - -
Multiple 
385 789 38.5 Choice Items 100 231 - 19 730 
Study 
338 164 414 524 4.56 629 516 Questions 130 
True-False 190 
- - - - - - -
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PER 
TOTALS QENT 
76 
2733 13 
10775 54 
127 
223 2 
34 
48 
2639 13 
3171 16 
190 1 
Only those activities which represent one or more per cent 
are included in the per cent column. 
• 
CHAPTER V 
SUMY~RY OF FINDINGS, AND CONCLUSIONS 
The purpose of this study was to make a comparative 
analysis of the extent of the treatment of major topics 
included in eight selected workbooks in business English. 
Seven objectives were formulated to serve as guides 
in conducting this study. 
1. To determine the purpose or the workbook as 
discussed by the author. 
2. To determine the topics presented in each of the 
workbooks as a basis for comparing them. 
3. To determine the number and types of questions, 
problems, and exercises presented in each workbook. 
4. To determine the number and types of teaching aids 
which these workbooks provide, such as tests, charts, and 
cartoons. 
5. To determine to what extent workbooks can aid 
pupils to study more economically and effectively. 
6. To make a comparison or the kinds or activities 
found in these workbooks. 
7. To provide data which will enable teachers to 
interpret easily the physical construction of workbooks in 
business English. 
Based upon the objectives of the study, teaching aids 
and nine activities were defined to serve as a basis for the 
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survey. The following summary and conclusions are based 
upon the data obtained from the analysis of eight business 
English workbooks. 
Summary and Conclusions 
1. The majority of the workbook authors favor the use 
of the completion exercise over all other activities. This 
type of exercise is represented in all the workbooks reviewed. 
The highest score of seven out of eight workbooks is for the 
completion exercises for a total of 54 per cent of all the 
activities. 
2. Sixteen per cent of the activities included in the 
workbooks were devoted to study questions which are considered 
essential elements in all the workbooks analyzed. Study 
questions were included in eight workbooks. 
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3. Teaching aids comprised 13 per cent of the activities 
in the workbooks. Five of the workbooks reviewed were com-
bination textbooks and workbooks. One workbook could have been 
used with or without a textbook and two workbooks were based 
on a specific textbook. 
4. Multiple-choice items were fourth in frequency rating 
and represent 13 per cent of the total activities scored. Of 
the eight workbooks reviewed seven contained multiple-choice 
exercises • 
5. True-false exercises were represented in one workbook 
which indicates that the authors do not consider true-false 
exercises as adequate study material. 
6. Definition exercises were represented in three 
workbooks, lists in four, matching items in two workbooks. 
The three activities together represented one per cent of 
the total activities scored. 
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